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Whereas the Parliament of India has set out to provide a practical regime of right to 
information for citizens to secure access to information under the control of public authorities, 
in order to promote transparency and accountability in the working of every public authority, 
and whereas the attached publication of the Bureau of Indian Standards is of particular interest 
to the public, particularly disadvantaged communities and those engaged in the pursuit of 
education and knowledge, the attached public safety standard is made available to promote the 
timely dissemination of this information in an accurate manner to the public. 
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RECOMMENDATIONS FOR 
LAYOUT AND PLANNING OF DRAWING OFFICES 

( First Revision ) 

0. FOREWORD 

0.1 This Indian Standard ( First Revision ) was adopted by the Indian 
Standards Institution on 20 March 1987, after the draft finalized by the 
Terminology, Notations, Drawings and Documentation Sectional 
Committee had been approved by the Civil Engineering Division 
Council. 

0.2 Efficiency in planning and construction of building projects depends 
to a large extent upon the efficiency of the design of drawing office. A 
functional and well planned drawing office increases greatly the efficiency 
and output of the draughtsmen. It is with this end in view that this 
standard has been prepared to guide technical organizations in planning 
their drawing offices. 

0.3 This standard was first published in 1969. This is being revised now 
to update its contents. The important changes incorporated include 
addition of space requirements for officers and equivalent rank connected 
with design, drawing and planning. It also includes details regarding 
photographic and reprographic room. The arrangement showing layout 
have been modified indicating distance between two drafting tables in a 
row and reference area is indicated to the left of drafting tables. The 
drafting tables have been shown facing one side. 

0.4 For the purpose of deciding whether a particular requirement of 
this standard is complied with, the final value, observed or calculated, 
expressing the result of a test or analysis, shall be rounded off in 
accordance with IS : 2-1960*. The number of significant places retained 
in the rounded off value should be the same as that of the specified value 
in this standard. 



1. SCOPE 

1.1 This standard covers layout and planning of drawing office with 
reference to its location, size, various departments, and its hghting, 



♦Rules for rounding off numerical values ( revised ). 
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ventilation and finishing along with details of drawing room, printing 
room, store room, photographic and reprographic room. 

2, LOCATION, SIZE AND VARIOUS DEPARTMENTS OF A 
DRAWING OFFICE 

2.1 Location — The drawing oflSce shall be situated within easy access 
of other concerned departments of the project office and should 
preferably have north, south orientation but shall not be subjected to 
noise, vibration, fumes, smoke, dust, etc. Drawing office shall be air 
conditioned in hot-dry and hot-humid regions. In other regions also, it 
is desirable to have air conditioning. 

2.2 Size of Drawing Office — Size of drawing office may be larger than 
the initial requii;ements to leave room for expansion. Provision of 
ample space enables the various sections of the office to be housed under 
one roof, thus greatly facilitating co-ordination. The space requirements 
for drawing offices including circulation space are given below: 

a) Area per architectural planning assistant or 7 
draughtsman or tracer, m^ 

b) Area per estimator, m^ 5 

c) Area for storage of drawing records and models, 50 
of the area for (a), percent 

d) Area for storage of estimates and design files, 20 

of the area for (b), percent 

Note 1 — Areas recommended at (a) and (b) are based on the sizes of furniture 
recommended in IS : 4212-1978*. Due regard should be given to space, in case 
sjjecial equipment and furniture is used. 

Note 2 — Areas given at (c) and (d) are based on normal or common practice 
followed in the drawing oflSces all over the country. The space requirements 
shall, however, differ in case of special items like large scale models required to 
be stored in offices. 

2.3 Departments or Sections — In preparing layout of a drawing office, 
the following shall be given consideration, in addition to the main area 
required for the designers, draughtsmen and tracers for associated 
activities and the area requirement will vary depending upon the size of 
the office: 

a) Office of the chief ( if possible, the position of the chief shall be 
so arranged as to give him a view down the full length of the 
drawing office); 



* Specification for drafting/reference tables for drawing offices (first revision ), 
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b) Administration section; 

c) Record and schedule section; 

d) Print room — Minimum area of 15 m^; 

e) Drawing storage room; 

f) Photographic/Documentation Room ( air-conditioned ) — Mini- 
mum area of 15 m^; 

g) Reprographic Room ( air-conditioned ) — With minimum area 
of 15m^; 

h) Reference library; 

j) Workshop-cum-modelling room; 

k) Conference-cum-display room; 

m) Drawing record room — 20 m^; and 

n) Tiffin/recreation room where required. 

3. SPACE REQUIREMENT FOR OFFICERS AND EQUIVALENT 
RANK CONNECTED WITH DESIGN, DRAWING AND 
PLANNING 

3.1 The space requirements for officers in the drawing offices are given 
below: 

a) Floor area for assistant architects/deputy architects/assis- 16*5 
tant/deputy town planners and architects/town planners, m^ 

b) Floor area for senior architects/senior town planners, m^ 22 

c) Floor area for chief architects/chief town planners, m^ 27'5 

4. FURNITURE AND ACCESSORIES 

4.1 Various items of drawing office furniture shall confirm ta 4 J^l 
to 4.1.3. 

4.1.1 The size of drafting/reference tables shall be in accordance with 
18:4212-1978*. 

4.1.2 The drafting chairs shall conform to IS : 4204-1974t. 

4.1.3 The drafting stools shall conform to IS : 4205-I975t 

4.2 A soft board partition above the drafting table rising to 2*1 m from< 
floor shall be provided for display /reference. 



•Specification for drafting/reference tables for drawing cflBces {first revision ). 
•^Functional requirements for drafting chairs {first revision ). 
JSpecification for drafting stools {first revision ). 
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5. LIGHTING AND VENTILATION 

5.1 Lighting — A high level of illumination is essential for the lighting 
of drawing offices as the visual task is severe and prolonged and the 
details to be drawn are fine and of low contrast. The light should 
provide the following illumination for different types of tasks: 

Limiting Glare Index 

16 
16 

5.1.1 In addition to natural lighting achieved by placement of windows 
of adequate size on the external walls, artificial illuminations shall be 
provided with suitably designed fixtures so as to avoid direct glare and 
their location correlated to the layout of the drafting tables. Flourscent 
sources of illumination are desirable. 

5.2 Ventilation — In view of the nature of the work, air-conditioning 
shall be installed in the drawing offices. In addition to air-conditioning, 
ceiling fans should be fitted suitably. 

5.2.1 The printing rooms shall have exhaust fans in addition to the 
ceiling fans so as to ensure sufficient ventilation and air changes. 

5.2.2 The photographic rooms shall be air-conditioned. Alternatively 
it shall have exhaust fans in addition to ceiling fans, but the exhaust 
fans shall be so fitted as to prevent external light from entering the 
photographic room. The exhaust fans shall ensure sufficient ventilation 
so that no fumes shall accumulate inside the room. 

6. DRAWING OFFICE FINISHING 

6.1 The walls and fitments be finished in light colour of a restful shade. 
The walls of the photographic room shall, however, be finished in non- 
staining mat finish black colour. Flooring in PVC sheets or tiles or 
similar material which is resilient and sound absorbent is recommended. 

6.2 Curtains and Venetian blinds may be fitted to windows to avoid glare 
particularly from outside. External space adjacent to the windows may 
be suitably planted. The Venetian blinds, when used, shall conform to 
IS : 1826-1961*. 

6.3 All windows shall be fully glazed to give full access to the natural 
light. Wherever feasible anti-glare glass may be used. 



*Specification for Venetian blinds for windows. 
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7. LAYOUT OF DRAWING STUDIO 

7.1 Drafting/reference tables shall preferably be arranged at right angles 
to the wall with windows on its left. A few possible arrangements 
showing layout of drawing offices are shown in Fig. 1 to 5. 

7.2 For easy access a clear gangway at least 1 m wide shall be provided 
between two rows of desks. 

7.3 All metal waste paper bins shall be provided in suitable locations 
to assist in good house-keeping with a view to reducing fire hazard. 

8. PRINTING ROOM 

8.1 The type of equipment and number of machine employed in a 
printing room will vary according to the size of the drawing office. The 
equipment shall be so arranged that the work progresses from stage to 
stage in an orderly and convenient sequence. The arrangement shall be 
such that a single operator may economically carry through a number of 
operations and that additional operators may be conveniently added, 
without impeding each other in operating the various machines, when- 
ever more output is required. In case of dry printing where ammonia 
chambers are not a part of the printing machines, separate ammonia 
rooms may be provided. 

8.2 The printing room may be equipped with printing machines, deve- 
loping machines, dry machines, trimming machines, and any other 
ancillary equipment necessary for the purpose. 

8.3 All metal waste paper bins, complete with close fitting lids, shall 
be provided in suitable locations to assist in good house-keeping with 
a view to reducing fire hazard. 



9. DRAWING STORAGE ROOM 

9.1 Store room shall be well ventilated and free from damp and heat. 
The doors of the store room shall be fire resisting type. 

9.2 Filing of drawings shall be done in equipment conforming to 
IS : 2695-1974*. 



♦Specification for drawing filing equipment {first revision ). 
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Fig. 2 Typical Layout with Right 
Angle Reference Arrangement 
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Fig. 3 Typical Layout with Arrange- 
ment Using Extension Bench 
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9.3 To avoid damage and waste paper rolls, drawings, tracings and 
prints shall be stored as follows: 

a) Unused rolls, if in large quantities, shall be stored on ends. 

b) Partially used sensitized material in rolls and in sheet packages 
shall be stored in adequate receptacles, such as wooden filing 
cabinets as pigeon holes and drawers respectively, with suitable 
lids to make the same light and damp-proof. It is recommended 
that storage shall be so arranged that old stock is used before 
using the fresh supplies. 

10. PHOTOGRAPHIC DEPARTMENT 

10.1 The type of equipment and number of cameras employed in a 
photographic department will vary according to the size of the drawing 
office. Photographic room is essentially a dark room. It is primarily 
helpful for accurate and sharp reproduction of the drawings and 
documents with enlargement and reduction facilities. 

11. REPROGRAPHIC ROOM 

11.1 With advances in reprography technology the section is gaining 
popularity in drawing offices. It includes electrostencilling, xerox and 
photo-copier machines which aid in easy and economic reproduction of 
drawings and documents. 

12. FIRE FIGHTING EQUIPMENT 

12.1 Where the drawing offices are located in buildings not provided 
with suitably designed fire fighting system, portable fire extinguishers of 
the appropriate type shall be installed in such locations in different 
departments. The portable fire extinguishers shall conform to 
IS : 2190-1979*. 



*Code of practice for selection, installation and maintenance of portable 
first-aid fire extinguishers ( second revision ). 
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INTERNATIONAL SYSTEM OF UNITS ( SI UNITS) 


Base Units 








Quantity 


Unit 


Symbol 




Length 


metre 


m 




Mass 


kilogram 


kg 




Time 


second 


s 




Electric current 


ampere 


A 




Thermodynamic 


kelvin 


K 




temperature 








Luminous intensity 


candela 


cd 




Amount of substance 


mole 


mol 




Supplementary Units 








Quantity 


Unit 


Symbol 




Plane angle 


radian 


rad 




Solid angle 


steradian 


sr 




Derived Units 








Quantity 


Unit 


Symbol 


Definition 


Force 


newtoD 


N 


1 N = 1 kg.m/s'' 


Energy 


joule 


J 


IJ = 1 N.m 


Power 


watt 


W 


1 W = IJ/s 


Flux 


weber 


Wb 


1 Wb= 1V.S 


Flux density 


tesla 


T 


IT =1 Wb/m" 


Frequency 


hertz 


Hz 


1 Hz = 1 c/s(s->) 


Electric conductance 


Siemens 


S 


IS = 1 A/V 


Electromotive force 


volt 


V 


IV =1 W/A 


Pressure, stress 


pascal 


Pa 


1 Pa = 1 N/m« 
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